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Introduction

Welcome!   

This Manager User Guide was prepared to 
assist you when working in the 
Department’s Automated Hiring system. 
Our system is integrated with the 
USAJOBS Recruitment One-Stop 
initiative, which allows positions to be 
posted and applicants to apply for all 
government jobs in one central location.    
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Introduction Continued

If you are reviewing this presentation, that 
means you have a position to fill.  This 
guide, coupled with advice and counsel 
from your HR Specialist should result in  
successfully recruiting for and selecting 
the best qualified candidate for your 
vacancy. 
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Purpose

This Manager User Guide is for your use in 
providing your HR Specialist information 
for your recruitment announcements.  It 
covers the question library, vacancy 
review, and reviewing your certificate of 
eligibles.
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Benefits

Management Advantages

Reduces time to hire
Allows an applicant to self-
certify
Allows for certificates to be 
issued immediately after 
vacancy closing
Produces higher quality 
applicants
Minimizes the need for panels
Allows for online review of 
applicants and certification lists 

Human Resources Advantages

Automates routine recruitment 
processes (allowing more time 
for consultation)
Reduces operating costs
Reduces time to hire
Tracks vacancy and applicant 
information, including status 
changes 
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Hiring Management Log-in
Your HR Specialist will provide the link, your ID and PW.

Input the required information and click submit.
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Welcome Page
This is where you’ll access each phase of your recruitment 

activity.
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Question Selection
This section allows you to electronically search and select 

questions for submission to HR.  From your Welcome Page 
select the “Question Selection” tab.
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From this Opening Screen click on the “U.S. Department of 
Commerce”.
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After clicking on the “U.S. Department of Commerce,” this 
screen appears:
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You will see all the series which have been entered into the 
question library: they are now categories.  Within these 
categories are sub-categories.

Just click on a 
category, then 
“Next” 
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On this screen, click “Expand All”.
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Here are questions.  Select your questions, then click “next.” 
(We’ll review the “save” option shortly)
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Your questions are presented with leading numbers.  
These numbers can be used when “filtering” (more on 
filtering to come) for specific questions.  Click “next” to 
send your selection to HR.
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This screen allows you to add a Title, KSAs, and additional 
questions not found in the library.  Complete then click “Next”.
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Select the “to” name, RETYPE that persons complete e-mail 
address in the “cc” box.  Click “send” to forward the 
questions.  This completes your submission to HR. 
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As mentioned earlier, after selecting your questions (screen 
14), you could have “saved” your question list for future 
reference by clicking the “save” button at the bottom of that 
screen. 
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You’ll have access to your list for 30 days.  Enter a “List 
Name”, then click “Save”.    
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You’ll see your List Name and the selected questions.  
Click “Next”.
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Again, you’ll see your questions (with filtering numbers), 
the List Name and date it was saved.  Click “Next”.  
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You’re back to the e-mail screens for submission to HR. 
Follow the previous instructions on e-mailing to HR listed 
on screen 16 and 17.  Your submission will be complete.
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To later access your list, from the screen below (screen 11) 
click the “Load List” drop down and select your saved list 
name.  Resume question selection process and submission 
to HR (screens 16 and 17).
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Additional Functionality within the 
Question Library

Selecting questions from multiple series –
referred to as categories.

Using the Filtering option.
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Multiple Categories
In some instances you may need questions from more than 
one category, e.g. Budget and HR.  From this screen select 
instead of selecting one category, select multiple categories, 
then click “Next”.
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This screen allows you to expand the questions in each 
category by either a) clicking on the plus sign on the left of 
the category or b) clicking on “expand all.”

Expand all” 
opens up 
the 
subcategori
es and 
makes all 
questions in 
the category 
available
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The category/subcategory is listed at the top followed by the 
questions.  Select the questions you would like to use in your 
vacancy, then click “Next”.
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You’ll see your questions presented with leading numbers.  
These numbers can be used when “filtering” for specific 
questions.  Click “Next”– you’ll be back to the e-mail screens.
To complete the question selection process, follow 
instructions in screens 16 and 17.
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Using the Filter Function  
This is a new function for managers.  It is a powerful search 
tool and will help avoid repetition in the question library.  

To clear any 
previous filters, 
leave “Please 
Select List Name” 
in the Load List 
block.  Select the 
categories you 
wish to search 
then click “Next”.
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A screen showing your selections appear. Now click “filter 
questions.”  You could click “expand, but you don’t have to.  
The filter will search for you. Click next.
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To begin identifying your filter criteria, click “select field.”
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Your options are listed.  “Question Text” is recommended.  
You can then search for questions with specific words. 
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Under “Operator”, pick “Contains the text” and put your term 
in “Filter Value(s).” For this example we used the word 
“security”.  In some cases, you may need different forms of a 
word such as “Budget” and “Budgetary”.  Click “Apply”.
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You’ll see that only questions with your key word (security) 
appear.  Make your selections, click “Next” and you’ll be back 
to the question selection/submission process (screen 16 and 
17).  

You also 
have the 
option to 
save these 
questions as 
previously 
described.
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If you’re familiar with your “favorite” questions, this is where
you can use the question number to search for specific 
questions.  Select field “Question ID”, then “Equals” then 
insert the number.  Resume the question selection process. 
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Now that you are familiar with the Filter option, you can add 
Multiple Filter Terms:  Refer to the above screen, but now 
click on “insert row.”  You identify “select field”, “operator”,
and “filter” values for each additional row.

You’ll have the 
options of either 
a) clicking “apply” 
(you’ll get a list of 
questions 
properly filtered) 
or clicking “save 
filter” (a copy of 
your filtered 
questions will be 
saved: you can 
go back and add 
other filtered 
values to the list).
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Vacancy Review
This section allows you to review and authorize your HR 

Specialist to announce your position.
From your welcome page select the Vacancy Review tab.
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Your HR Specialist will provide you the announcement 
number.  Enter it, select your view options, and click “go”.
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Review your announcement!  If required, contact your HR 
Specialist at the conclusion of your review.
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Certificate Review

This section allows you to electronically review and make 
a selection from your certificate of eligibles.   

From your welcome page select the Certificate Review tab.
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Your HR Specialist will provide you the announcement 
number and password.  Enter them, and click “go”.
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Your certificates will be listed.  Click on the certificate number 
you would like to view.
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From here, you click on the applicant name to see the entire 
application, or the “view” under a specific column.
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Depending on what you selected, you’ll see the entire 
application or the specific area you chose to view. Click 
“Return to Applicant Listing” when you complete your 
reviews.  
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Then make your selections: using the drop down to get your 
codes (Disposition).  Use numerical ranking (i.e., first choice 
is “1”) to identify a second applicant if the first declines. 

Click “Save” to 
keep your work 
and return to it 
later, or click 
“Submit to HR” 
to send it to 
HR now.
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If you click “Submit to HR,” this is what you’ll see.
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Complete this form – making sure the e-mail address is 
correct -- click “Send”.  Your HR office may also require you 
to sign a hard copy of your selection certificate.  
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Once you send it to us, this is what we will see.  Your HR 
Specialist will proceed according to their office policy!
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Questions?  Please contact your servicing HR specialist for 
more detail on any of the information provided.
We thank you for your consideration and look forward to 
working with you to ensure that this new upgrade of ACES is 
a resounding success!
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